
TheVolunteerCoordmatingCommitteemetOctober29,2008 and interviewedElizabeth
Payne. Shehaslived in Acton3 yearsbuthasneverattendedTownMeetingorany
Boardmeetings.

Shehasagreatdeal of enthusiasmandmotivationandwesuggestedshecall John
Murray forthe

275
th CelebrationsCommittee. Shewouldbeanassetto any Committee

aftershebecomesmoreinformedontheworkingoftheTown Committee’s.

JeanLane,VolunteerCoordinatingCommittee
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VOLUNTEER COORDINATING COMMITTEE

VOLUNTEER APPLICATION

TOWN OF ACTON
472 MAIN STREET

ACTON. MAO 1720

TELEPHONE (978) 264-9612
FAX (978) 264-9630

E-MAIL VCC@ACTON~MA.GOV

Residentsinterestedin serving on a Town Board, Committee or Commissionare requestedto

completethis fonnandforwardit to the Office oftheTownManageratTown Hall.

(Pleaseprint or type)

Title

Mr. Mrs. c~s~)Dr.
Last Nariw~

~

E-mail Address~

~
Fi~stNai~ie ~

~

Date -. -

i i~I
Middle ~tia1

~
St~eetAddress .

i~2~ 4~d~ Home Phone -

qi~- iL4~aiSq’
Business Phone

Pleaserefer to the other side of this sheetand indicate below, in order of preference,the Board,
CommitteeorCommissionthat is of interestto you: VtI L4~._n 2A2 Q-~)Q’~t~i\Ji,F\J—

(~~~mrn
Have you previouslybeen a memberof a Board, Committeeor Commission(either in Acton or
elsewhere)?If so, pleaselist theBoardnameandyourapproximatedatesof service: ______________

Do you haveany time restrictions?_______________________________________________________

Areyou a U.S. Citizen?L4ôA.~L_Howlong haveyou lived in Acton~2~~nMassachusetts?&L~cdeCa~Q1
Presentoccupationandemployer(Optional: Attachrdsumé~__________________________________

\~Lu~n4-eQAZ ~t~-~/WSa-~1
Do you or youremployerhaveany currentorpotentialbusine~~~~ip ~ ~)
thatcouldcreatea conflict of interest? N 0

Educationor specialtraining: ~S- wn~C&~-i~i5~ü/ PR~~m~Y~u-t~
IAk~l/-P~3-.~1--~A/flfl(I~-e.I\f/~

- ‘~1 ~- -

Pleaselist below any additional information or commentsthat may help in the matching of your
interests with the most appropriate Board/Committee, such as civic experience, special
interest’hobbies,etc.:

3\j(~)+U,~L~u.,OtL~bL~(CL

~J~OI~IIV~

F\11 OCT 2 6 2008

Fax from 1@/1S/~8 11:26 Pg: 1
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TOWN OF ACTON VOLUNTEER BOARDS,
Acton CommunityHousing
Acton-BoxhoroughCultural Council
Aging, Councilon
Appeals,Boardof
Assessors.Boardof
CableAdvisory Committee
CemeteryCommission
Commissionon Disabilities
CommunityPreservationCommittee
ConservationCommission
Fair HousingCommittee
FinanceCommittee
HanscomField Advisory
Health, Boardof

COMMITTEES AND CoMMissioNs
HistoricDistrict Commission
Historical Commission
Joint TechnologyAdvisory Committee
MetropolitanAdvisory PlanningCouncil
MinutemanHomeCare
MinutemanVocationalSchoolRepresentative
PersonnelBoard
PlanningBoard
Public CeremoniesCommittee
RecreationCommission
SouthActon RevitalizationCommittee
Town ReportCommittee
TransportationAdvisory Committee
VolunteerCoordinatingCommittee

Thankyou. If you havequestionsor would like more information,pleasecontacta memberof the
VolunteerCoordinatingCommittee. Currentmembershipmaybe obtainedthrough the Town Manager’s
office atTownHall, (978)264-9612.

~r’i~

\YcL~

Board,Committeeor Commission

AppointedDate

Member/ Alternate/ Associate

Member!Alternate/ Associate

Member/ Alternate/ Associate

Member!Alternate/ Associate

Notification of Appointment

RecommendationSent Receivedby VCC

CommitteeNotified

U No openingsatthis time

VCC 31. (‘3

ApplicantNotified

The spacebelowis for useby the VolunteerCoordinatingCommitteeand the appointingbody to record
the statusof yourappjication.
VCC Interview AppointingBody

ApplicantCalled __________________ Selectmen/ Manager/ Moderator

ScheduleDate& Time FOb~It ~ Interview Date

Recommendation

Term

Fax Iron 1@/15/@8 11:26 Pg: 2



ELIZABETH J. PAYNE
388 GREAT ROAD ACTON, MA 01720
(978)274-2159 home(978)979-7447cell

emailelizabethpayne6@comcast.net
EDUCATION
2009
process

Masterof Sciencein Leadershipwith Emphasisin HumanResourceManagement—in

NortheasternUniversity
Boston,MA

December2004 Bachelorof Sciencein Communicationswith Emphasisin PublicRelations
WingateUniversity
Wingate,NC
Dean’sList

WORK EXPERIENCE

Affiliate Coordinator
June2007-present
SusanG. KomenBreastCancerFoundation,Boston,MA
NonProfit Organization
Managementof all employeerelations;managementof theAffiliate’s volunteerprogramanddirect
supervisionof employees.AssisttheExecutiveDirectorin oversightof all administrativefunctionsof the
office, supportfundraisingprojectsandeventssponsoredby theAffiliate. Communicationsliaisonand
pointpersonfor all HumanResourceareasof the organization.Providessupportin thedevelopment,
implementation,andmarketingof key activitiesandspecial programs.

DRAssistant
November2006-June2007
InSourceServices,Wellesley,MA
HumanResourceproviderfor Non Profit Industry
BenefitsAdministration:management andHumanResourceliaisonfor overa dozenNon Profit
organizations. Duties included:review/reconciliationof employeetimesheetsandinvoices,COBRA
administration;coordinationof theenrollmentandterminationprocessfor all employeebenefitsincluding
medical,dental,LID, STD, 125b,life, 401kand403bplans;primaryhumanresourcecontactfor all non-
profit employeeissues,maintainedpersonnelfiles, continuouslyupdatedHRISsystem;coordinated
employeetrainings;postedandrecruitedforpositionsbothinternallyandexternally. Assistedmanagerial
staffin all administrativeneedssuchas: preparingmemosandoffer letters,dataentry,filing, schedulingof
appointments,andmanyotherdutiesasassigned.

HRAssociate
February 2005-November2006
RadstoneTechnology,Billerica,MA
Military/AerospaceTechnologyCompany
OfficemanagerandHR supportfor USheadquartersof internationalmilitary supplier.Provided
administrativesalessupportnationally. HumanResourcesandbenefitsadministrationliaisonfor all US
employees.ChairedandmanagedHealthandSafetyCommitteeandcompliancefor OSHA andother
complianceneeds.Managedinventoryandpurchasesof all office suppliesandvendorrelations. Building
liaisonwithmanagementandleasecoordination. Developedmanualfor all office proceduresto
standardizedoperations.Providedadministrativesupportto executivestaff. Coordinatedclient andstaff
meetingsfor fastpacedoffice environment.Maintainedcalendarfor all employeesprovidinglogistical
arrangementsandnecessarysupport. Maintainedall daily office operations,includingassistingof legal,
sales,andengineeringdepartmentsin all contractfiling, typingandgeneraladministrationneeds.Created
engineeringandsalespresentationsfor conferencesandtrainings. ServedasIT backupfor all officeJ.T
issues i.e. laptop,server,software,copiers,printers,andfax.

Office Assistant(PaidInternshipfor FederalGovernment)
June2000-August2002
HanscomAir ForceBase,Bedford,MA
USAir ForceBase,FederalGovernment
Office assistantfor severalFederalGovernmentfunctionslocatedat HanscomAir ForceBase. Provided
daily supportfor militaryandcivilian employeesstationedat thebase. Assistantto USAir ForceColonel
andhisstaffto provideanyandall administrativeservicesrequired.


